. GEORGIA DEPARTMENT OF HUMAN RESOURCES
APPLICATION FOR RECORDSRETENTION SCHEDULE OFFICE OF ADMINISTRATIVE SERVICES

- RECORDS MANAGEMENT UNIT —

For instructionsen completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia
30334. Phone- (404) 656-4976 GIST: 2214983

DHR | 1. GEORGIA DEPARTMENT OF HUMAN RESOURCES ARCHIVES AND HISTORY
\pplication Date ' Division of Family & Children Services }|Application Number »
January 17, 19580 Director's Office = Client Advocacy Unit 80"“ 2.. \ L}
\PrHestom e Rocl)m 401-1 -s 47 -;I%_CS:; gzllty Ave., SW. Dute Recoved — Date Compisted
Atlanta, Georgia . 3
80-2 . BAN 151555 | UAN 1 180
. Parson to Contact Working Title Teiephone Numbsar
Ms. Betty Davis .

. Action Requested '

a Establish Retention Schedule; record will continue to accumuista,

b. 3 Dispose Of prasent accumulation; no further accumulation anticipated.

¢. T Amend Application No. Check One: [ Change; [ Supercede; D Void
. Dates of Series 6. Records Serles Titla ffollowed by title used in office; If differant}
iarliest Latest DFACS

Jan., 1979 to present Public Assistance Correspondence Files

Tre Division of Family and Children Services, through the leadership of the Director, is responsible for admini-
stering, supervising, and regulating services to indigent children, adults, and families, State-wide; for serving
as liaison with the Regional Office of HEW concerning the status of the State Social Service Plan and for clearing
policy questions; and for working with other DHR Offices and Divisions to resolve problems affecting the operation
of the Division of Family and Children Services.

The Client Advocacy Unit (for the Department of Human Resources and the Division of Family and Children Services)

has the responsibility to serve as the State Office Liaison and intermediary to County Departments, Federal, State,
and Local officials, and general public, and out-of-state agencies; to answer client related questions and lavesti-!
gate complaints regarding public assistance programs; and, when required, this unit takes action appropriate to
correct conformity problems within the county offices. In addition, this unit reviews and responds to Anncal Re-
ports submitted by the County Departments of Family and Children Services.

_- =

1. Records Series Description This file contains the following documents fincluds form numbers snd titles, if any).  Attach samples of the file.
Documents relating to: receiving and answering requests for information concerning the pgblic
Assistance Program in Georgia.

Included are:

Correspondence, from recipients and-potential recipients, | o0 esting information about
the Public Assistance Program in Georgia.

The file is arranged : alphabetically by name of person making the request.

1.Dai fy . Reference Rate How often are records referreg to which are:
Ona to six months oid 2'—3 5 Seven 10 twelve months oid L > Thirtesn totwenty-four monthsold __rare .
twenty-five months andolder = ?

). Annual Rate of Accumutation or Records
Approxmately2
Latter-sizodrawers — = Llegalgizedrawers — - Shelves ______________ ; Other {Specify)

Baem ‘BANN te wan PP Y




ur&o%m/omgnén

Atrworney General/Designes

YES | NO | 10. Questionnaira (Piacs an “X" in the prepér eelumn) {
a. “ls this the official copy of the serles? '7
X it not, whare is it? , et
b. Doss the ssries contain confidential informatien requiring security handling? Ifyea, cite lew or regulation,
X
X c. Is this a vital record? .
X d. Does thir series have historical or long term ressarch velue? ,
8. When one or two documents inthe file make it necassary 1D keep the entire fib for along period, could these documents
X be scheduled seperstely? ) . :
x | T lstho information contained in this sries over published? If yes, sttach copy. o
‘ g. s the Information contalned inthis mriss ever analyzed and/or recorded ine summarized report?
X If yes, sttach copy,
h. Is thers aduplication of this series inyour office, or in shother office or agency?
X if yes, where? )
X 1. Isthis series (or @ major portion Of t) regularly microfilmed?
% | i, Dous the record s rasult ina scomoutsr srintout?
11, Retantion Requiremants The following requires the series 10 be kept:
a. State Law years. d Audit period ——eee Y QOIS
b. Statute of limitetion years., Q Administrative need 1 years,
¢.  Federal law —_— YeNs. f. Federal retentioninstructions yéars.
Attach copy O excerpt (F laws or regulstions. Explein sdministrative need,
12, Approved Disposition Instructions  This agancy recommends that the file series IO eut 0T at the end of esch:
EiCalendar Year; [ Fiwsl Year; O Other — then,
EXHold in tho eurrent files area menth(s) 1 yaar{s); than
D Transfer to local hokding sres; hold year(s); then
O Trensfer to Stat. Records Center; hold year{s); then
EXDestroy
O Transter to Stats Archlves for psrmanent retsntien,
O Other (Specity)
- '3‘ - * =
Thoea '1_4..-....:--- ammlis am all moine and Si8ii0a anmiimacidasiame ad aha ansina
Agency Head/Designee (Signature) ! Date . Records Management Officer (Signaturs) . Date
@LIL, b Nove |- [5-80 Z»%@M/»Q—u.‘v&d /%44/27
Y . izabeth W. Crank, CRM , 7
o State Records Committes  (Signaturs) ’ Date .
Recommendations in parsgraph : / 4
12 ore spprowed. State ALaltor/Designee ‘ ' Y"”/@
(I disapproved, attach letoer 2 i - , . :
of explenation.) ’ *

Formm 42QA [7.7R%




